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We will now go through 
some of the application 
features available to the 

student.

Revi
ew? Edit?

Canc
el?

Delete?



  

  Student Functions

  Let’s begin with Review/Edit 
Applications



  

You will notice that 
there are some 
agencies indicated 
in RED.  This means 
that you can not 
select that agency.

You will notice that 
there are agencies 
indicated in BLUE.  
This means that 
you must select one 
of these agencies.

Select your agency 
using drop down 
menu.

Once you have 
selected your 

agency, enter SSN 
and DOB, Press 

LOGON

  Student Functions



  

ACQTAS re-displays the student’s 
DoD component choice upon entry 

to the system. 

Press Continue

  Student Functions



  

  Student Functions 
Here is a larger 
list of 
applications 
then those we 
have already 
viewed.

As shown is your first tutorial, highlight and 
clicking on an application row opens the path 
window for that application.



  

  Student Functions 

This is Very Important!  If your 
application is still PENDING (as shown), 
anywhere in the path, you may Delete the 
application.  If, however, you have been 
registered in the course as a Reservation 
or Wait, you MUST go through the 
cancellation process. 



  

  Student Functions 

I will demonstrate the Delete Pending 
Application function.  First, click on the 
“X”.



  

  Student Functions 

You will notice, “This action CANNOT be 
undone.”  If you delete a course, you must 
go back through the application process and 
reapply.



  

  Student Functions 

This is the Email that will go to your 
supervisor indicating you have withdrawn 
your application.



  

  Student Functions 

From the 
opened path 
window for 
SYS 301, we 
can see that 
the student’s 
supervisor has 
issued a non-
concurrence 
with the 
application.

To review the application, the Student clicks on the Class number.



  

  Student Functions 

Upon reviewing the application,
The student can see his supervisor’s
reason for cancellation.



  

If the student wishes to resubmit, click 
on the small green ‘R’ on the SYS 301 
application row.

  Student Functions 



  

Upon clicking on 
the resubmit 
button, the student 
is taken to the class 
location list to find 
a closer location 
that fits his 
supervisor’s 
request.

The rest of the application process is identical to what was 
covered earlier in the application tutorial.

  Student Functions 



  

Besides being 
able to resubmit 
an application, 
the student can 
also request a 
cancellation for a 
reservation or 
wait by clicking on 
the red ‘C’ on the 
application row.

For this example, we will have the student cancel his reservation for CON 333.

  Student Functions 



  

The Student can choose a reason 
for cancellation from the 
dropdown list.

  Student Functions 



  

The student can 
also add 
comments to the 
Cancellation 
Reason.

Upon finishing the form, the student clicks 
‘Continue’.

  Student Functions 



  

ACQTAS provides onscreen notification that 
emails have been sent to the student and to 
the supervisor.
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The student receives this email 
notification upon making the cancellation 
request

  Student Functions 



  

The student’s 
reservation or wait 
has entered the 
Cancellation Path for 
their DoD component.

The student can track 
the status of his 
cancellation request 
by opening up the 
path window.  This is 
done by clicking the 
application row.

  Student Functions 



  

  Cancellation Path

Supervisor
Joe Wilson

(User Specified)

Student
Chris Reynolds

Quota 
Manager
Melissa Dilley

(System Retrieved)

Student
Matt Carlisle

Supervisor
Linda Torres

(User Specified)

Training
Supervisor
Valorie Freeman

(System Retrieved)

Quota 
Manager

Colleen Mowery
(System Retrieved)

DISA’s Application / Cancellation  Path

DSCC’s Application / Cancellation  Path

The Cancellation Path and the Application Path are the same for a component. The
Same people that approved the student’s application must also approve the student’s 
cancellation.



  

Upon a cancellation request, the 
supervisor is emailed this 
notification.

The supervisor reviews and takes an
action on the cancellation request in the
Same manner that he reviews pending
applications in his inbox –by connecting 
to the website, entering in his Email 
address and Application Review Code.

  Cancellation Path



  

Note that the request 
type displays 
‘Cancellation’.

Clicking on the Student’s Name opens up the the Cancellation Review

  Cancellation Path



  

  Cancellation Path

The Supervisor can review the 
application
and decide whether to concur or 
nonconcur  with the cancellation 
request.



  

The student is 
kept informed of 
the cancellation 
process through 
Email.

  Cancellation Path



  

The Cancellation Path 
continues through the 
student’s supervisor 
and any training 
supervisors in the 
process until it gets to 
the Quota Manager. 

As shown earlier in 
the module , the 
Quota Manager has 
final approval in the 
actually performing 
the cancellation for 
the student.

  Cancellation Path



  

This concludes the 
Review/Edit and 

Cancellation process 
tutorial.  Thank you for 

participating!
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